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UNITED STATES DEPARTVENT OF AGRICULTURE 
Agricultural Adjustment Administration, 
North Central Division, 
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Division Memorandun No. 1(38) of January 15, 1938, and all 
supplements thereto, are hereby canccled and the instructions herein 
shall govern preparation of correspondence; superscding all previous 
correspondence instructions. 


PART I ~ POLICY CORRESPONDENC 


1. Correspondence with State Chatrmen, Extension Service 
Ciirciala (Washington and field), and administrative 
heads in the Department, relating to: 


(a) ature or proposed programs, 

(b) Wow interpretations of, or proposcd 
revisions in existing programs or 
program provisions, 

(c) Program oy aah in Washington, 

tates or countic 

(ad) Questions of Bolas on odministration 

of programs. 


~e Correspondence. with individual farmers giving final 
detcrmination in cases of formal oppoals on acreage 
allotments. 


os COrrespondence With officials of national and State farm 
Ongani zations, isuch as Jllinois Agricultural Association, 
Poirnene Union wimerican farm Burcaw Foderation, cCtc. ; 


ed for the signature of the Director (or 
Plewoosence, or tho sienaturc of the 
ed as "Acting Director"). 


(1) this refers to memorandums, telegrams, letters. 


PART II — S2.i1-POLICY CORRHSPONDENCE 


1. Correspondence with State Chairmen, Extension Service 
Officials: (Washington and field), administrative heads 
in the Department, and individuals, relating to: 


(a) .Fiscal Administration, 
(bd) Personnel, 
(¢) Supplies 


shall be prepared for the signature of the Assistant 
Director (or in the event of his absence, for the 
signature of the person designated as "Acting Assis- 
tant Director"): the only excentions being those out- 
Meow Mie reris IV, Vi, and Vil. 


(1). This refers to memorandums, telograms, letters. 


PART III — SH#III-POLIOY Y CORRESPONDENCE © 


ie, 


PART IV - STATS OFFICE CORRESPONDENCE 


c| 3 


Gorrespondence ee individuals only, relating to: 


7-2 - 


i ns ee a ee ee 


cj 
) Payments to individual farmers, , 
) Practices necessary to earn payments, 
) Complaints on county and State adminis- 
tration concerning BALA MOST Eo measure— 
MENUS OC v5 
(4) Qvestions concerning program provisions 
and their interpretation where the policy 
is definitely established, i RNY 
(e) Questions concerning informational material 
on all programs being administered in the 
worth Central Region; that is, conservation, 
commodity loans, crop insurance, etc, 


snall be prepared for the signature of the Assistant to 

the Director (or in the event of his absence, for the = 
signature of the person designated to act as "Acting 

Assistant. to. the Director"): the only excentions being 

tHOSe OUtLined in Parteal) (i seane Ww. 


All general bia ey to State chairmen (or the so-called 
"BLANKET UELORANDUMS") shall in all instances be written for 
the signature of the Dircctor “(or in the event of his absence, | 
for the signaturo of the person designated as "Acting Director"), 
This refers also to telograms of the same nature. 


Types of policy correspondence to State chairmen outlined in 
itens (b) and (d) of Part I horeof, and perhaps in special 
instances those named in itoms (2) and (c), if intended for 
distribution to all members of State Committecs, mon in key 
positions is in State offices, farmor ficldmon, and Al] thoso 
concerned 3 inane. Washington office, shall be set up under tho . 
appropriate subject code indicating the program year, and in 
the case of 1939 and subsequent - programs indicating the chrono- 
logical scrial number, and shall bo propared on the ditto ma- 
chine. (Sce licmorandum Misc. 38-1 (Revised) which outlines the 
code. szmbols. 


It should be undorstood, however, that there will always be 

olonket menorondvms to State chairmen on any or all of tho 

types of corresnondcence outlined in Part I which WILL NOT BZ 0 
PidPLRED Ou THE DITTO WiACHINE, but which will continueto be 

ftvood,. with 2n orice =inal momorandun addressed to och individual 


Chairman, This refers particularly to scheduling of con- 


ferences, discussions of educational programs (unless purely 


informational in character), instructional memorandums on 


administrative policies (this refers mainly to North Central 


Division Adininistrative Section work) new programs in pre- 
liminary form, program provision revisions while still in 
tentative or proposed form and, of course, answers to the 
requests for specific information from State committces. 


(a) 


(0) 


(c) 


Paragraph number 1 above refers not only to the writing 


of memorandums and telegrams to all 10 Statos but also 


to memorandums and telegrams whic, Décause of the pro- 


gram or subject involved, may be addressed only to 


some States, such as matters concerning the potato pro- 


gram, etc.; i. e. memorandums addressed to more than 
one State on the same subject are blanket memorandums. 


Before preparing such general or "blanket" memoran- 
dums to all States, it is required that one such 
proposed memorandum be submitted through the regular 
channels to the Director for approval. 


(1) To expedite such reference, a North Central 
Division reference jacket, NCR Office Form 
No. le, for use on special material shall be 
used. 


(2) Initials of all those approving such memo- 
randums shall appear on the last carbon copy 
Which shall be retained in the North Central 
Division files 


After approval, the memorandums shall be returned to 
the proper person for preparation of the other memo- 
randums. 


In the case of memorandums which are to be typed, 

the original which has been approved shall be held 
until the balance are prepared and then shall be 
returned directly to the Director's office for sig- 
nature, accompanied by the original reference jacket. 
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ALE ‘Eeguired on (i iyped Wemorandums) 
“Addressed sy the State. Choirman 


ei The mail excenti on besa where memorandum 


“oy 


fe). Sheeraen nS. possible, no. ‘nore. than one 
fee in the subject only, 


Without a salutation 


Without a date, 


ees prevaration pe for aili 
ee returned. to the North Central ees i 


2 


th Momorandua form, 


< SP 


_ form.is not acceptable in view of existing 
regulations; such as in transnitting checks, 
transportation requests, eyCe, to indivi- 
duals... : 


Givon an Serius eae ow 


subject shall be covered | in a. single 
menorandum. 
(b).. The subject. shall be underlined under > 
, the last line only. 


(a) . When acknowledgment is uged, the neces aa 
_ lining shall be under the last line of 
acknowledgnent only. 


are 


, 


ie 


Vithout a conplinontary closing» 


(a) The date shall appear on the carbon 
copics only — under the dictator's 
and stenographer's initials. 


pay ays 


Transmitted for signature and nailing WITHOUT AN 

ENVELOPE, 

(2) Envelopes already addressed shall be supplied in 
the nail room. 

(b) In order that outgoing material may be casily 
separated fron file material, a slip of paper 

nay be folded over and fastened to the out- 

going material only. 

(c) Correspondonce requiring special attention shall 
be covered by a Division reference jacket indi- 
cating desired action. 


B. Required Form (Dittocd Menoranduns); 


All such correspondence ghall be: 


(2) 


(5) 
(6) 
(7) 


(8) 


(9) 


Set up under appropriate code symbol indicating 
progran year, and with chronological serial number 
if applicable to 1939 and subsequent progrons. 


In menorandum forn. 


If to all States, addressed: "MEMORANDUM TOR ALL 
STATE CHAIRMEN", centered on the page. 


[ft to Aess than the ten States, addressed: 
"MEMORANDUM FOR: (thon nane the States for 
which intended)"; the words "MEMORANDUM FOR! 
to be started flush with the lefthand nargin 
of the body of the nenorandun itself. 


Given an appropriate subject - no more than one 
subject in single menorandun - the subject being 
underlined under the last line only. 


Without a salutation. 


Without a conplinentary closing. 


With the date on which original signature was 
ait tae Gave on Waich original signature 
placed on original ribbon copy; as indicated by 
Be eo ee CDEC OR: 

reference jacket. 


Transmitted for mailing with appropriate indica-— 
tion of the number intended for each Stato, a 
sufficicnt supply therefor and for NCD distribution. 
(2) No envelopes required — to be furnished 

iY 201) Yoor. 


Use of Reference. Jacket: 


(1) Date of roference shall always be indicated 
in the space prov iged in upper righthand corner 


(2) The subject shall always be indicated in the 
space provided. ‘ - 


(3) The first set of parentheses (next to names) 


PART V - 


i 


shall be numbered, opyosite appropriate nane, 
in the order in which it is desired that such 
persons see the material covered oy the jacket. 


(4) The set of parentheses (under title "For Initials") 


shall be checked, by check mark or x-mark, opposite 
appropriate name, if initials are desired. ae 


(5) The set of parentheses (under title "For Signature") 
shall be checked, by check mari or x-mark, opposite 
appropriate name, if signature is desired. 


The space provided for comments may be used at dis- 
retion of dictator or any persons taroug sh vrhose 
hands such jacketed material passes. 


Pe ee 
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(7) Ghe name of the person preparing the material, and 
his or. her room number, shall always be indicated 
in the space provided. ee 


(8) At all times; indicate if material is to be returned 
HOM. TUrvner jac a0. 


(9) Each person who initials such Jjaci:eted material, 
prior to-obtaining signature, shall so indicate on 
the face of the jacket by either initialing opposite 
their name or by canceling the roference mmbor 
opposite his name. 


INTRR-OFFICH AND TNTE —DSPARTMERTAL CORRESPONDENCE 


Corres spondence with othér bureaus of the Department, and 
otuer Departments of the Government, shall be prepared for 
the signature of the Director (or in the event of his ab- 


sence, for the signature of tne person designated as "Acting 


Dis -ector"), 
Required Form: 
(1) Wo date shall appear on the original, but shall be 


typea under the dictator's and stenographer's initials 
on the carbons. 


oh 


PART VI 


lien 


CD bale 


(a) Correspondence with other bureaus of the Depart- 


ee ee, 


ment shall be prepared in memorandum form — using 
salutation and having a suitable subject. 


(be) Correspondence with other Departments of the 


Government shall be vrenared in letter form. 


(c) Correspondence with other officcs in the Agri- 
cultural Adjustment Ac pee EON shall be~pre~ 


pared in momorandum form — using salutation and 
having a suitable subject. 


(da) Correspondence that has been improperly referred 
tO) tho North Céntral Division, or which can be 
only partially answered in the Division and must 
be referred clsewhere, may be referred to the 
proper office by means of memorandum Form AAA-47, 
if referred in the Agricultural Adjustment Admin- 
Ustravion. l¢ not within ihe AAA, “Section a) 
and (b) above shall govern procodure. (If the 
dictator wishes, the vsual memorandum form may be 
used rather than AAA-47). 


CONGRESSIONAL CORRESPONDLNCE 


All correspondence (except that under Secretary's and Admin- 
istrator's jackets) addressed to Membors of Congress, which 
pertains to the agricultural conservation program and ro- 
lated programs shall be prepared for the signature of the 
Director (or in the evont of his absencc, for tho signature 
of the person designated as "Acting Director"). 


All correspondence (except that under Secretary's and Admin- 
istrator's jackets) addressed to ilembers of Congress which 
pertains to the corn-hog programs shall be prepared for the 
signature of the Acting Chief of the Corn and Hogs Section. 


Required Forms 


(1) All such correspondence, with the exception of tele- 
grams, shall be in letter form. 


(2) The date shall not appear on the original, but shall 
be typed on the carbon copies only; under the dicta- 
tor's and stenographer's initials. 


(3) One white carbon cop;7, bearing no identifying initials 
shall accompany original ribbon copies of such corres- 
pondence. 


Bu efit 


PART VII - EXTENSION SERVICE CORRESPONDENCE 


j ” 
1. Correspondence to Directors of Extension in the varions 
staves which isin answer to. correspondence, or an inquiry a ¢ 
addressed to certain Directors of ixtension, shall be pre- L. 
pared for the signature of the Director (or in the event of 
his absence,-for the signature of the person oS ema as 
NActing Director"), 
e, All zeneral program letters to Extension Directors (or the 
prog 
so- janie "BLANKET LETTER") shall in all instances be written 
for the joint signature of tho Dircetor of Extension Work 
and the signature of the Director of this Division (or in 
tic event of the absence of either, for tho signature of the 
person or persons designated as "Acting Director of Extcnsion 
Woxte!! and/or WActing Dir rector"), 
4. Required Form: 
(1) All such correspondcn 0°, vith tho cxcention of tole- 
srams, shall be in letter form, and shall be prepared 
on Department of Agriculture letterhead indicating "Agri-” z 
cultural Adjustment Administration and Extension Service 
Cooperating", 
(2) The date shall not appear on the original, but shall 
be typed on the carbon copy only, under the dictator' S 
and sstonographor!'s initials, 
(3) Carbon copics of stich correspondence shall be furnishod 
the Extension Service filcs. 
Pant VilI Sie piv IMAL COR EaSPONDHNCE 
1, Such correspondence which can be answered most aporopriately 


in the Division shall be addressed to the individual, giving 
complete reply. Where the subject matter of the correspon- 
dence might be of interest or concern to the State Committee, 
a copy of the inquiry and our reply shall be ‘sent to the 
chairman of the State conterned. 


(a) Covies of -such correspondence for the State chairman 
necd not be sent under separate memorandum, such * 
copies shall be p. placed in the file of outgoing material 
just back of the original outgoing material and shall 
carry a notation to indicate disposition. 


et 


such correspondence which can better be answered by the State 
Committee shall be acknowledged in the Division, advising the 
inquirer of the reference made. A copy of the inquiry shall 

be transmitted under an explanatory memorandum to the proper 

State chairman, requesting the desired action. 


(a) 


Since original incoming inquiries (except those men- 
tioned in (c) hereunder) must be retained in the AAA 
files, all sueh incoming inquiries shall be routed 
by the mail room direct to the stonogranhic pool to 
have three copics made on yellow manifold for use in 
Making proper reference; then the inquiry shall be 
routed to the nroper Section for attention. 


Individual inquiries referred by Members of Congress shall be 
handled as indicated below: 


(a) 


(bd) 


Complete ansvrer shall be made to the Member of Con- 
gress if adequate information is available; returning 
any original correspondence onclosed with inquiry. 
Copics of such correspondence must be maintained for 
tHOPRAA Tiles. A copy of all such correspondence; 17 
of intorest or concern to the State Committee, shall 
Descent to the wchaimansot, tho state ‘concerned, 


If adequate information is not available, the inquiry 
shall be acknovledged, advising the iiomber of Congress 
that complete information is being secured; returning 
any Original correspondence enclosedrwith inquiry. 
Copics of such correspondence must be maintained for 
the AAA files. Copies of this correspondence shall 
then be transmitted to the State Chairman concerned 
under an explanatory memorandum. Upon reccipt of the 
desired information, a complete roply shall be for- 
warded to the flember of Congross. 


the above procedure shall apply also to inquiries 
transmitted by iiembers of Congress which are referred 
to this office under Secretary's and Administrator's 
jackets. 


Note: Copies of correspondence signed by 
the Secretary or Administrator shall 
not be transmitted under correspon- 
dence signed in the Division. lLike- 
WLS, COples Of Lettersenoe be signed 
in the Division shall not be trans- 
mitted under the Secretary's or Ad- 
ministrator's signature. 


merece 


aa. 


4. ‘The. orth coneeet Division mail room will maintain what is Z 
to be known as an "Open, Pending F File" in which copies op he 


our 


correspondence to State chairmen: requesting reports on 


individual cases, for transmission to individuals or embers 
of Congress over the. Secretary's, Administrator's, or our sic- 
naturé, will be filed, They will be checked periodically to 
determine if any requests are notably outstanding. If so, 
sucn: copies will be referred to the orig ginal avotavor so that 


ne Or 


sie nay write ia requesting promot report. 


PART IX - iT SCELLANEOUS 


1. Acknowledgments: 
eo een 


(a), 


(b) 


On State office correspondence, the acknowledgment 1 
shall: reco as a part of the AEG 


(1) ..When mone rand is in reply to correspon- 
dence from the State chairman, the follow- 
ing form shall >¢ uscd; 


Re;. Red Clover Secd Situation - Your 
iomorandum of January 15, 1939. 


(2) When memorandum is in reply to corresvon- 
dence signed by somcone in tho State office 
othor than the chairman, the folloving form 
shall be uscd; 


fie; Red Clover Soed Situation - Memorandum 
of January 15, 1939 from lir, S. E. 
Purvines, 


Notes Underlining shall appear under the last 
Ii nevonlys 


On correspondence prepared in this Division othor than 
Sta ite office correspondence, the following form of ac- 
knowledgment shall be uscd; 


{ir 


this is in reply to your lotter of July 1, 1939" 


and then whatevor qualifying remarks are required because 


- the content or natur rc of the incoming correspondence 
nay be added, 


@ 


pat gee 


(1) On correspondence referred for reply from the 
Whito Housc, this statement shall bo addod or 


2 inserted at the proper place in the acknowledg- 
ment; aN 

ak ; _ ; 

s "which the Vhite House has referred to this 


Department for consideration." 


Note; In no instance should we. state that a 
letter has boon Girected or addressed 
to the White Housc, or state that the 
President or Mrs. Roosevelt has ro- 
forred the: cérrespondenco: 


.(2). On correspondence referred for reply from the 
secretary's office; this statement shall bo added 
or insertec at the proper place in the acknowlcedg- 
monte. 


"which the Secretary's office has referred to 
Lite Opt ices ror consideration. 


(3) On correspondence referred for reply from the Ad- 
Iiniestrator's office, this statoment shall be added 
or inserted at the proper placo in. the acknowledg— 
nent; 


“which the Administrator's office has referred 
to this office for consideration," 


(4) On correspondence reforred from other person 
(outside of the Division), proper mention of their 
nanes shall bo made at the proper place in tho 
ACKNOWLEGEnCTL, a8} 


Naddressed. to Mr. Yaynhe Darrow, Acting Director, 
Division of Information, has beon referred to this 
office for consideration." 


(5). Correspondence to be signed in the Division, ad- 
dressod to somcono in the Division (even if not 
replicd to by the person addressed) shall make no 

“Hiention of such nane in tho acknowicdgment. 


Note: Do not restate in any trpe of acknowledgment 
nisstatcnents appearing in inquiry. 


3. 


(a) 


= ™ 
O 
“YS 


ey es 


Arrangement of file: 


(2) 


Division Correspondence; 


(1) Outgoing correspondence (and envelope where 
required) clipped together. 
(2) AAA file copies and incoming correspondence 
clipped together. 
3) Division file cony. 
(4) Parts (1), (2), and (%) shall then ve clivoped 
together under one clip. 


Secretary's Correspondence: 
Sec Paragraph A (7), Section ow horear. 


Administrator's Cor or's Correspondence; 


ee ASea tr: Paragraph B (5), Section 9, horcof. 


Proper clearance and initialing of Division correspondence: 


All correspondence involving matters which may be of 
concern or interost to Sections in the Division othor 
than the originating Section shall bo routed under 

Division roference jacket through the various officcs 


concerned for a yproval and initials before transmitting 
Be et ee er oe 


for signature. In this vay confusion because of cane 
tlicting or contradictory instructions will be kept : 

& Minimum, Much of the work of tho Sections ies 
to some extent and uniform results both in this office 


and in the State offices can potter be obtained 4f thas 


procedure is followed carcfully. 


All Division correo spondence shall be initialed on the 
last carbon copy - which copy shall bo rotained in the 
North Central Division file 


The Chief of the Section shall initial all correspon- 
dence originating in his Section before such corre- 
spondence is transmitted for signature. Tho Chief of 
the Section shall designate whosc initials, if any. he 
requires on correspondence provared “in his Section to 
be transmitted to him for approval. 


Correspondence under Secretary's and Administrator's 
jackets shall be initialed on the last two white file 
Copies below the file material intended for the AAA 


filed by the Chief of the Section where reply originated 


and by the Assistant Director and the Director, which 
Copy shall always bear the designated legend; that is, 


AAA-NCD 
HNS :; EKA 
1-15-39 
Jacket No. 6502 


f 


4, 


(a) 


(b) 


(c) 


Distribution of dittood blanket momorandums 
Division: 


(a) 


mS 


in the lower lefthand corner, A paper clip shall be 
clipped to this S copy to indicate where initials are 
to be placed, In all instances the jacket shall be 
properly filled in by the office where reply is pre- 
pared. 


Mumber of carbon copies: 
ee ee VETO 2 


Ay 


Division correspondence; with the ex cception of Con- 


eressional correspondence which requires an extra copy, 
only three copies shall be made. 
oe ee ODS 


(1) There may be times when a Section or Unit re- 
quires an cxtra copy of certain types of corre- 
Spondence for reference work in that office. In 
those casos only shall copies in excess of three 
be made, 


Secretary! s Correspondence; 
sec Paragraph A Mend Of section: 9 hereof. 


Administrator's Correspondence; 
cheats bea teen otal ele 
Sec Paragraph B (3) of Section 9 horoof. 


to members of theo 


After dittoed blanket momorandums have boon mailed, a 
sufficient supply shall be furnished the Chiof of cach 
section for distribution to all persons in his Section 
handling correspondence or persons who may be concerned 
in the subjects covered in order that they may keep in- 
formed concerning interpretations of policy, program 
provisions, amendments to instructions, bulletins, etc. 


(1) Dittoed vlanket memorandums which are to be 
distributed shall be numbered in accordance 
with NCD Memorandum Misc. 38(1), Revised, 
dated November 22, 1938, 


(2) The Division mail room shall ¢cistribute copies 
of all such dittoed blanket memorandums cover- 
ing programs previous to 1939, which of course 
do not carry a serial number, and include in 
such distribution any copies of typed memoran- 
dums which should be in that class, 


Note: It is not believed necessary to distribute 
generally copies of memorandums dealing with 
routine mattors concerning supplies, requisi- 
tions, amendments to regulations portaining 
to personncol matters, and liko matters, 


Mayas 


Use of envelopes:  ~°: a Rye g 


(a) No envolopes shall be prepared for momorandums addressed 


to State chairmen. ; 4 


(bd) Envelopes shall be prepared as usual for all other types 
of correspondence.:;:: - 


(c) Chain envelopes, properly addressed, shall be prepared 


Porie)) int er-bureau correspvondence.. 
Filing of correspondence: 
setae BOERS 


(a) At least one copy of all outgoing correspondence pre- 
pared in the Division (and of correspondence prepared 
outside the Division which is to be signed by anyone 
in the Director's office) shall be rotaincd in the 
North Central Division files. 


(bd) Copies of incoming correspondeneec shall not be retained 
in the Division files, unless 1. particular request is 
made ‘in some specific instanco. 

(c) With tho exception of cortnin special material, files 

on outgoing (and incoming) correspondence shall not be 

maintained in the various offices in tho Division. Tho 

Chiof of cach Section shall be responsible for sccing 

that unnecessary duplication of filing is not caused by 


ee Sa oe 


the’ building up of filcos in his Section. 


Itinerarios: 


(2) A typewritton cony of the schedule of all proposed field 
trips shall be submitted to tho office of the Director 
at loast two days previous to commencomont of theopre— 
posed trip. ia 


(1) <A copy of this schedule shnll be furnished also 
to the Administrative and Fiscal Section. 


This schedule shall indicate the nemo of the person 
traveling; the purpose of the trip; the time of 
departure; the points to be visited; and the time 

ol returneto the Vashington office, Proper notific 
cation shall bo Siven of any changes occurring after 
Commencement of the trip. a 


“—~ 
ng 
il 


so 


9. Proper handling of: jacketed correspondence: 


A. Secretary's Correspondence - 
ta PE 


(1) 


(3) 


(4) 


(5) 


All white file copies shall carry the dictator's 
and stenographer's initials, the Division name, 
the date, and the jacket number. 


Example: ONS: jh 
a ty AAA-NCD 
1-15-39 
Jacket No. 9735 


The salmon copy shall not carry initials or other 
identifying information. 


Copies for liembers of Congress, the Vhite House, 
or for transmittal outside the Department, shall 


not carry initials or other identifying information. 


Hach jacket carrics a request for the number of 


white file copies needed, in addition to the number 
required by the Division. It should be remombered 
that the number requestcd on the jacket includes 
the two copies required for the AAA files, and is 
not a request for that number in addition to the 
AAN file copies. 


Two white file copies shall always be prepared for 
the North Central Division files. One of these 
Copics shall be plainly marked "Return to North 
Central Division Files “hon Signed", The Division 
white file copy (not carrying this notation) is 
retained in the Division files at tho time the 
letter is transmitted for signature. The other 
copy is returned to the Division filos bearing the 


~ facsimile signature when original lottor has beon 


signed. 


When onclogures transmittod with incoming letter 
are being returned to the writer of the incoming 
letter, two copies only need be prepared for filing 
purposcs. 


5, 


(7) 


ee sees 


(Ye have been requested not to prepare more than 
this number of copies - unless a special request 

is made for additional copies. Surplus copies 

only mean unnecessary work for thoge handling these 
letters, necessitating rearranging of files and 
making disposition of the surplus copies.) 


NCTE; Copies of enclosures to be returned 
with original letter shall not be 
retained in Division files unless 
special request is made for such 
copies. 


The file on Secretary's letters shall be arranged 
as follows: 


Jacket - properly filled in 
Ribbon copy of letter 

Extra white copy — if required 
Enelosures — if any 

Envelope - face up, lengthwise, 
Lefthand corner 

Blank ‘sheet .— to protect enve- 
lope from carbon smear 

Salmon copy 

White file copy 

“hite file copy carrying nota- 
tion "Return to North Central 
Division Files Then Signed", 
All white file copies for AAA 
files 

Incoming correspondence 

White file Copy 

White file copy (NCD pending 
copy) 


clipped 
together 


Ne NIN FN 


clipped 
together 


a I 


clipped together 


Bi al 


All of above materinl then to 
be clipped together with one clap. 


NOTE; The above is 2 now arrangement of 
the file copies of replies to be 
made under jacketcd correspondence, 
It does not change the number of 
copies required. (Sce Paragraph A 
(4) and (5), Section 9, hereof). 


Administrator's Correspondence: 
OTS orrespondence 


( 


j 


) 


All 


white file copies shall carry the dictator's 


and stenographer! gs initials, the Division name, 


the 


date, and the jacket number. 
Example: ENS; jh 
SAA-NCD 
1-15-39 


Jacket Wo, 4795 


(2) 


(3) 


ma) 


Saye ce 


Copies for iiembers of Congress, the Jnite House, 
or for transmittal outside the Department, shall 
not carry.initials or other identifying information. 


copies required - 


One white copy for Administrator's office 

Two white copies for AAA files 

Two white copies for NCD’ files. One of these 
copies shall be plainly marked "Return to 
North Central Division Files When Signed". 


The Division white file copy (not carrying 


this notation) is retained in the Division 
files at the time the letter is transmitted 


‘for signature. The other copy is returned to 


the Division files bearing the facsimile sig- 
nature when original lcttcr has been signed. 


It is understood, of course, that additional 
copies for wembers of Congress, etc., shall be 
prepared as required. 


When enclosures transmitted witn incoming lettor 
are being returned to the writer of the incoming 
letter, two copies only need be prepared for 
filing purposés.. © 


Jacket - properly filled in 
Ribbon copy of lettor 

uxtra white copy - if required 
Enclosures ~ if any 

Envelope - face up, lengtnwiso, 
lefthend corner 

Blank sheet - to protect envelope 
from carbon smear. 

White file copy carrying nota- 
tion "Return to North Central 
Division Files Yhen Signed", 

All white file copies for AAA ) clipped 
Lees. together 
Incoming correspondence. 

Waite file copy 

White file copy (NCD pending copy) 


clipped 
together 


SSF SF IF FE. 


All of above material then to be 
clipped together with one clip. 


NOTH: The above is a nev arrangcnent of 
the file copies of replies to be 
made under jacketed correspondence. 
It does not change the nunber of 
copies required. (Sce Paragraph B 
(3), Section 9, hereof). 


oo 20. Acceptance and placing of long distance calls: 


(a) 


(d) 


Ege 


\ 
the Director's office, only has authority to place or i 
necopt long distance calls. If it is thought necessary « 
for a call to be placed, aporoval shall be obtained i 
fron the Director's office bofore call is consumnated. 
Likewise; acceptance of incoming collect long distance 
calls shall have approval b; the Director's cffice bo- 


‘fore call‘is consummated. - 


‘It’is considered desirablé to keep the expense of long 


distance calls to a nininun; using telegraph and air 
nail service wherever possible. 


ll. Pronyt handling of corrospondence: 
| nd 


(a) 


c) 


special attention shall be given at all tines to Sec- 


retery's and Adriinistrator's jacketed correspondence. 
awvory § one aceinistrator'’s jacketed correspondence 


Such correspondence shall be answered within three days 
of reccipt. If complete reply cannot be nade within 
that time, acknowledgment shall be made advising that 
it is necessary to obtain further information. Such 
further information shall be furnished at the earliest 
possible time. 


Division correspondence shall be handled as promptly 
as possible, consistent with ability to furnish com- 
plete information. 


Correspondence shall not be submitted for signature 
later than 4:00 P.ii. daily, with the exception of 
telegrams intended to be sent out as night letters, 


or special air mail correspondence, 


le. Required style and spacing on correspondence: 


( 


FOR 


_ 


SPECIAL ATTENTION OF ALL TENOGRAPHERS) 
a EU VE A SL ENOGRASHERS ) 


(a) Good judgment shall be used in placing of typed material 


( 


b) 


on a page, according to the length of such matorial. 


(1) Care shall be taken to avoid crowding material 
too close to the top of the page. 


©) 

(2) Care shall be taken to avoid crowding the sig- nN 
nature too close to the bottom of the page. - 

c 


On all correspondence, a margin of 1-1/4 inches shall 
be allewed on each side of the page, and at the botton 
of the. page. Be 


Pah 


13. 


(c) 


(a) 


(c) 


NOTE: 


a) 


Shao ae 


On all correspondence, paragraph indention snall be 
7 spaces. <Any further indention required shall be 
made consistent with the amount of material to be so 
indented and the number of such further indcntions. 


On all correspondence, each page other than the first 
shall be numbered in the center of the page one inch 
(1 inch) from the top and three single spaces from the 
first line of typing, the number being preceded and 
followed by a dash, thus: - 2-. This mcans that the 
first line of typing shall begin Leine inches from tho 
top of the page. 


At no time shall the second page of a ictter or memo- 
randum consist of less than three lines of typing. Do 
not submit correspondence for signature where the second 
page consists of a carry-over of two or three words, or 
as stated above less than % lines. of typing. 


It is, of course, understood that none of the instruc- 
‘tions herein concerning spacing, indentions, ctc,, 

arc intended for dockets and other documents on which 
a well-ostablished procedure is being followed and has 
been approved. 


Stenographers are requested to follow the instructions 
concerning general correspondence matters contained in . 
the informational booklet prepared by iiss S. A. Staley 
except those instructions (if any) which do not agree 
with those contained herein. 


Telegraph service: 


(a) 


Telegrams shall be used in communicating with State 
committees and others ONLY WHEN ABSOLUTELY NECESSARY. 
Matters which can be handled by mail, especially where 
possible to obtain overnight service, shall be handled 
by mail rather than by telegram. 


In preparing telegrams, care shall be taken to sec that 
as few words as vossible are used; of course maintaining 
clearness of meaning at all times. 


If a telegram consists of 18 words or less, it shall be 
sent straight service rather tnan dayletter or night- 
letter. This service is speedier and less expensive. 


ee 


rea 


If a telegram consists of 19 words or more, it shall } 


be sent as a nightletter unless the nature of tho 

telegran demands transmission during tho day, in which 
case it nay be transnitted as a dayletter. Night- t 
letters are less expensive than dayletters. Telegrans 

prepared as dayletters very often do not reach this 

office early enough in the day, naking it necessary 

to change the type of service aesignated. 


Required forn: 


(1) 


(2) 


(5) 


No date shall appear on the telegram; the date 
shall be typed on the carbons only, under dic- 
tator's and stenographer's initials. 


The proper appropriation and symbol nunbers shall 
appear in the space provided on the telegraph 
blank - the nane of the originating office (Wash- 
ington, D. C.) shall eppear thereunder. (See 
Office Memorandun No. 35 dated July), oss 


The type of service shall be designated in all 
instances. 


The address shall be in block form, 


If to more than one person, addresses of all 

may appear on telegram, if there is sufficient 
space, It not*>, aclist containing the names of 
other addresses shall be attached; two copies to 
accompany original yellow telegram form; one copy 
to accompany AAA file copies; the Division file 
copy to be accompanicd by such a list or to be 
marked in such a manner ag to indicate to whom 
sent. 


If tclegram is in reply to previous telegram or 
letter, acknowledgment shall be made as the last 

line of the address in tho following form (which- 
ever is appropriate); "Relet July 1 or Retel July 1", 


The body of the telegram, as well as addross and yw 
signature (and title where required) shall be typed 
in full "caps", ¢ 


The body of the telegram shall, in all instances, 
be typed double spaced, 


~ ol 


(9) Figures shall be spelled out in words in tele- 


grams, thus; "two naught three" rather than 
Wwoog" 


(10) Telegrams shall be punctuated in the same manner 
as letters or memorandums, Do not spell out punctu- 
ation - use punctuation markes. Do not use the word 
"Stop". (There is no charge for punctuation, if 
punctuation marks are used, but there is a charge at 


regular word rate for that spelled out). 


Ce teptne title of the ander.ot the telegram is known 
to the receiver (as in the case of the Director or 
Assistant Director) only the sender's neme shall be 
typed on the original of the telegram: the title and 
Division name appearing on the carbons only. 


(13) If the telegram is for the signature of a person 
acting in either of the above-naned positions and 
the title would not be clear to the Hecoiver, pue 
title and Division namo shall appear on the original 
as well as the carbon copies of the tolegram, 


No deviations from the procedure herein are to occur without 
prior approval by the Assistant Director. If any changes are desired, 
they should be presented to the Assistant Director for approval, If 


approved, the change will be made and proper notice shall be given by 
" this office, 


CE Uf lAefrrd 


Claude R, Wickard, 
Director, 
North Central Division. 


by a ee 
Veet 
‘hi oe 


